
 

Army Civilian Introduction to GoArmyEd 

 
 

Step Screenshot 

1.  Welcome to this video tutorial, which provides an 

Army Civilian introduction to GoArmyEd. 

1a This includes:  

• Key available functionality, 

• An overview of the process for requesting 

funding for your professional development, 

either from your Command/Organization or 

Central Funding referred to as Army Civilian 

Training Education System (ACTEDS), and 

• A summary of available help resources. 

1b Please take the time to watch this instructional 

video before completing your account set-up. 

If at any time you need to stop the video, please 

select the Pause button. 

 



 

2.  This is introductory training only.  There are several 

additional training videos available to you in 

GoArmyEd that provide more in-depth instructions. 

 

 

 

 
 

2a After you complete your account set-up and log 

into your homepage, select the “Training” Link to 

view these additional training videos to better 

understand the GoArmyEd policies and processes 

associated with your account. 

 



 

3.  Several videos have been created to help you 

manage your professional development.  Review 

these after you log into GoArmyEd for the first time.  

 

3a We highly recommend you start with the video 

“Training Application Wizard Overview,” which 

will orient you to the process for submitting a 

training application for any program or course that 

requires an SF 182, Training Request Form.  

 

 

 

 

 



 

 

To launch a video, select the blue play button next 

to the video description. 

 

4.  After you watch “Training Application Wizard 

Overview”, please watch “Request a Standard 

Form SF 182”. You will need to know how to do 

this after your training application has been 

approved by your Supervisor and Career Program 

Manager, or Command/Organization Training 

Manager.  

 

 

 



 

5.  We also recommend you review “Request to 

Attend or Withdraw from an On-Duty Course”.  

This video provides instructions for registering for 

local courses offered by your Command or Career 

Program that do not require a training application 

or SF 182 to attend. 

 

6.  After you complete the recommended training 

videos, you will have a strong understanding of the 

types of training, education and professional 

development opportunities available on GoArmyEd. 

6a Examples are:  

• Programs and courses that require a Training 

Application and SF 182, and are offered by 

external colleges, Universities, or vendors, or 

• Non- ATRRS Courses that do not require an 

SF 182, offered locally by your Command or 

Career Program 

 



 

7.  To request ACTEDS (Central) funding or 

Command/Organization funding for a course that 

requires an SF 182, log into your GoArmyEd 

account and select the “Create Training 

Application” button.  
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8.  The “Training Application Wizard” is a six-step 

application process that collects information about 

the program or course you wish to attend from an 

external school or vendor, and the funding source 

for which you are applying (Command/Organization 

funding or ACTEDS (Central) funding).  Your 

application enables you to clearly document why 

you are requesting the training.  
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9.  After you submit your training application, it will be 

automatically routed to your immediate supervisor 

for approval, followed by your Training Manager (if 

Command/Organization-funded), or your Career 

Program Manager and HQDA G-3/5/7 (if ACTEDS 

(Centrally) Funded). 

9a The approval path is dependent on the source of 

funding (Command/Organization or ACTEDS), and 

whether or not the education program you selected 

is centrally-managed by HQDA G-3/5/7. 

You need not worry about where to send your 

application; GoArmyEd takes care of that for you! 

 



 

10.  After you initiate a new Training Application, you 

may exit part-way through completion, and then 

return to it at any time to continue where you left 

off. 

 

10a This is done by selecting the “Continue” button 

next to the In-Progress application on your 

homepage. 

 



 

11.  You may also view the approval status of an 

application that you have already completed, or 

cancel an application if you change your mind and 

final approval has not yet been granted. For 

additional details, we recommend you view the 

video “Tracking, Modifying, or Canceling a 

Training Application”. 
 

 

12.  After your training application is reviewed, you will 

receive an automated email notification letting you 

know if it has been approved, disapproved, or 

returned for edits. 

 



 

12a If your application is approved, you are approved to 

attend the program or course, subject to availability 

of funds.  Your next step will be to create an SF 

182 by selecting the “Create SF 182” button next to 

the approved application on your homepage. 

13.  GoArmyEd will guide you through creating your 

SF 182.  The steps will differ based on the program 

or course that was approved on your training 

application.  

13a If the education program is tied to a specific course 

contained in the GoArmyEd Catalog, you will be 

routed directly to a page where you may search for 

the class section among start dates that suit your 

schedule.  Your SF 182 will auto-populate with the 

required class information. 

13b If the program or course is not related to a specific 

course uploaded in GoArmyEd, a view of your 

Army Career Tracker (ACT) Individual 



 

Development Plan (IDP) will display. If the course 

you wish to take is on your IDP, select “Create SF 

182” next to that course. You will be prompted to 

search for a class start date.  

13c If the program or course is not on your IDP, or if 

you cannot find the class through the class search 

page, select the “I cannot find my course” link, 

and manually input the missing information on your 

SF 182. 

 

 



 

14.  In review, when your approved program or course 

is not tied to a program or course in the GoArmyEd 

Catalog, you will see a “view only” copy of your 

IDP. 

 

 

14a If you see your course listed on your IDP, select 

the “Create SF 182” button next to that course. 

You may also search for training or a class by 

selecting the “School/Vendor Class Search” link. 

 

 



 

15.  The class search page enables you to search for a 

class by school or vendor, or by start and end date.  

Enter your search criteria then select the “Search” 

button. 

15a If you find the course/class you wish to take in the 

search results, select the “Create SF 182” button to 

pre-populate your SF 182 with the relevant 

school/vendor information 

 

 

 



 

 

16.  If you do not see the training you are looking for, 

select the “I Cannot Find My Course” link.  Fill out 

the SF 182 manually to submit it. 

 

17.  For a Command/Organization funded training or 

course, your submitted SF 182 is routed 

automatically to your supervisor(s), and then to 

your Training Manager. 



 

17a For an ACTEDS (Centrally) funded course, your 

submitted SF 182 is routed automatically to your 

supervisor(s), and then to your Career Program 

Manager, and HQDA G-3/5/7. 

17b You will be notified via email when your SF 182 is 

approved or disapproved. 

18.  After your SF 182 is approved, you will need to 

register for the class directly with the school or 

vendor.  At this time, GoArmyEd does not register 

you with the school/vendor. 

18a Print a copy of the approved SF 182, along with a 

copy of the ACTEDS Funding Instruction Letter, or 

the Command/Organization Funding Instruction 

Letter – located in GoArmyEd under Reference 

Documents – and provide the SF 182 and the 

Instruction Letter to your school or vendor. 

The SF 182 allows the school to receive payment.    



 

19.  To access a previously-submitted SF 182, select 

the “Manage SF 182” button in your Training 

Application Dashboard on your homepage. 
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20.  Scroll to the bottom of the Standard Form 182 – 

Training Request Form (SF 182) and select the 

“Print SF 182” button to print the official SF 182.  

 

 



 

21.  If you need to withdraw an SF 182, scroll to the 

bottom of the SF 182, and select the SF 182 Status 

dropdown arrow.  The SF 182 will be in “Pending” 

status for an SF 182 not yet approved, and 

“Approved” status for an SF 182 already 

approved. 

Select the “Withdrawal” option in the drop down 

menu. 

21a You will be prompted to designate if you are 

withdrawing your SF 182 for a personal or 

operational reason. 

Be sure to review the training video “Withdrawing 

an Approved SF 182” to understand the potential 

financial implications of withdrawing an approved 

SF 182. You are responsible for costs that may be 

owed to the school or vendor! 

 

 

 



 

22.   You now have a basic understanding of how to 

request training by creating an SF 182 (Training 

Request).  

Let’s now look at how to request On-Duty Courses, 

that is, courses that do not require you to fill out an 

SF 182. 

22a On-Duty Courses may be offered by your Career 

Program or Command and do not require an SF 

182.  To search and register for an On-Duty 

course, select the “On-Duty Courses” button from 

your homepage. 

The first time you do this, it will be helpful to view 

the video “Requesting to Attend or Withdrawing 

from an On-Duty Course.” 
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23.  You can also view your education history in your 

GoArmyEd Education Record.  Select the “My 

Education Record” button on your home page to 

access your GoArmyEd education record.  
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24.  Your education record is organized into five tabs. 

First, the Army Civilian Personnel tab contains a 

record of all of the training applications you have 

submitted in GoArmyEd. 
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24a Second, the Educational tab contains a record of 

all the Army-funded courses (Tuition Assistance 

(TA)-funded, Command/Organization-funded, 

ACTEDS (Centrally) funded, and On-Duty 

courses).  Course completion verification, grades, 

and grade point average are also displayed. 

24a1 This tab also contains information about any 

administrative holds placed on your GoArmyEd 

account.  Holds prevent you from signing up for 

additional courses until the financial or 

administrative matter is resolved with your Training 

Manager or Career Program Manager. 

  

 

 

 



 

24b The Helpdesk Cases tab contains a history of all 

your currently open and closed helpdesk cases.  
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24c The Communication Tracking Summary, or CTS 

Notes tab, contains a history of all outbound email 

communications and counselor notes that have 

been sent through and recorded in GoArmyEd.  
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24d The eFile tab is where you can store copies of 

documents you may wish to associate with your 

student record.  For instructions on using this 

functionality, view the training video “Upload a 

Document to eFile. 
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25.   If at any time you need help while using 

GoArmyEd, simply select the orange “Helpdesk” 

button located at the top of any GoArmyEd page. 

 

25a This button takes you to the Helpdesk page, where 

you can:  

• Create or view online helpdesk cases, or 

• Access links to instructional videos, 

Frequently Asked Questions, and other 

reference documents.  
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26.   You have now completed the GoArmyEd overview 

training and are ready to complete the steps for 

creating your GoArmyEd account.   

If you need assistance completing this, contact the 

GoArmyEd Helpdesk toll-free at 1-800-817-9990.  

Attendants are available, 7 am to 7 pm Eastern 

time, Monday thru Friday, to assist you. 

 

 


